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From War to Peace 
and the 


Demands of Commerce 




















War demanded of the Underwood factory, 
the largest in the world, over 100,000 type- 
writers for the use of the United States and its 
allies. ‘That we were able to supply this de- 
mand is a bright page in our history of success. 


Peace now recalls us to the needs of the 
public to which we owe our thanks, not 
only for its continued endorsement; of our 
product, but for the patriotic patience it has 
shown during the period when all Underwoods 
were devoted to the necessities of war. 
Underwood typewriters are again 
avatlable to the commercial world 


UNDERWOOD TYPEWRITER CO. 


Incorporated 
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Help from Typing Experts 


Ernes } ‘iese I author of Seven 
Speed Secre { ! lled throughout t 
country ind Europe Ss a spe ial 

strator for the Remington Typewriter Com- 
pany. During the Panama-Pacific Exposi- 
tion thousands of v ors witnessed his 
work in connection wit! ie exhibit of that 
company in the Pal Education 


demon 


Harold Smith, 
Speed Sex , 


part author of Seven 
after several years exper! 
ence as yrractical stenographer was em- 
ployed a speed writer and demonstrator 
by the g ngton Company, in which 
capacity ! monstrations in 
schools nd bus all over the 
United Stat He is now a member of the 
faculty of the State College of Washington, 


ouses 


f I \O the ordinary typist the most surpris- 
ing thing about the demonstration of 
an expert is not the speed of the work 

but the amazing ease with which it is ac- 

complished. The expert’s speed represents 
mostly concentration and proper direction 
of effort; avoiding work of kind to ac- 
complish something els« It comes quite as 
much from the sav effort as from the 
rapidity of his 1 it 
You are not ke} ut of the expert’s class 
you cant ke the keys fast 
enough It is likely lat you are wasting 
effort, doing a lot of things from which you 
get no retu! ling to do other things that 
would show in increased output. Perhaps 
your method is wrong and you are working 
under a handic: hat will absolutely pre- 
vent your be unusually proficient, no 
matter how har u may try. You need to 
learn who have achieved 
and overcame the problems 


you are 


one 


be cause 


how the experts 
? 
t 


success, me 


with which dealing 


XPERT TYPING 


written by two of the best known expert 
demonstrating typists in the world, Ernest 
G. Wiese and Harold H. Smith, gives the 
typist the key to the expert's ability. Tells 
him specifically he to practice to get 
results quickly 11 out the reasons for 
inaccurate work shows how to cor- 
rect them Preset drills for muscular 
and mental control as well as typing ex- 
ercises that will make you a rapid, accurate 
typist 

This book tells what the expert knows— 
and you want to know—about how to de- 
velop expert typing ability. Almost 
without expense and in the most con- 
venient way it gives you the 
advice and instruction of these 
wonderful operators A single 
suggestion may remove the ob- 
stacle in the way of your pro- 

One exercise may 

the key to your 


success In 


The 

Publisher, 

Box 343, East 

Liberty Station, 

Pittsburgh, Pa. 

I inclose 50c to 

pay for a copy of 

mean more salary Speed Secrets 

Get a copy ol of Expert Typing which 

this book now please mail to me at the 
address below 


gress. 
prove ; 
reased 
speed and accuracy 


Seven 


Use the at 
tached cou- 
pon. 


NAME. .cccccccseseces 
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Please mention the Gregg Writer when answering advertisements. 
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Place This Book in 
Your Library 


Secretaries and stenographers will find it invaluable. It will help 
vou to solve all those difficult problems that are constantly arising in 
your daily work. Office Training for Stenographers has become known 

the “‘stenographer's friend.”’ A few of the subjects that are dis- 


prac tical way art 


Filing Meeting Callers 

Billing Commercial Paper 
Statements Artistic Letter Writing 
Shipping Postal Informatior 
Handling Mail Office Appliances 

Legal Forms Telegrams and Cablegran 
Business Ethics Editing and Proofreadi: 


i do anything else send us your pei 
17] 


i? 


raryv Copy 


The Greé¢ Publishing 
Company 


New York Boston Chicago San Francisco 

















Short Stories in Shorthand 
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World’s Youngest Stenographer 


California Child Develops Marvelous Shorthand Ability 
Beginning Study When But Six Years Old 





OW the University of > —" 

California’s youngest 

student, Miss Josephine 
Lena Chiesa, nine years old, 
startled her instructors by writ- y= 
ing 144 words a minute in short- 
hand, is told interestingly by the 
San Francisco Examiner. 

Are you looking fora YOUNG 
stenographer? The University of 
California has one—aged nine 
years. Her name is Josephine 
Lena Chiesa, daughter of Mrs. 
Louis Chiesa, of Glenwood, Calif. 

Is she good? If any business 
man in San Francisco can dictate 
letters faster than she 
can take them in short- 
hand, she isn’t good. In 
a recent hiteen minute 
test Josephine estab- 
lished a record of 144 
words a minute. The 
unfamiliar words that 
were hurled at her for 
fifteen minutes would 
drive many an expe- 
rienced stenographer to 
the dictionary Her 
copy came out without 
an error. 

She is the youngest 
student ever enrolled at 
the university, and her 
remarkable brain has 
interested specialists, 
who are planning to test 
her capacity in other 

































directions. It is not 

alone her speed in short- 

hand that has interested Josephine Lena Chiesa 
her instructors, but her Nine-year Old Shorthand Expert 


ability to spell and pro- 
nounce the most diff- 
cult words correctly, and her accuracy in punc- Judge Reah 


tor in the Glenwood 
public schoo!s, who 
taught her for three 
years, and then brought 
her to the attention of 
university instructors. 

Josephine saw _ her 
elder sister, Virginia, 
writing things in short- 
hand The queer little 
characters interested her. 
She was quite sure that 
she could learn, if her 
sister had done it, and 
Miss Clark humored her 
in the idea. 

She was so bright in 
her classes that she had 
spare time in_ school, 
and for three months 
was given fifteen min- 
utes a day in shorthand. 
At the end of that 
period she wrote 115 
words a minute for half 
an hour, without a mis- 
take. Miss Clark then 
took her before short- 
hand experts, and she 
startled them by writing 
125 words a minute, for 
a quarter of an hour. 

Starting with a class 
of beginners at the uni- 
versity, she has worked 
herself up to the top in 
a class of experienced 
stenographers, of which 
her sister is a member. 
She is in the fifth grade 
of grammar school. Shy, 
but determined, she 
takes to study as most 
children of her age do to 
play. 


Whitehead, of Seattle, was 


Cuatioa. another youthful shorthand prodigy. The 


The next generation may produce the super- 
stenographer. Josephine Chiesa began her edu- 
cation as a stenographer at the age of six. She 


“Phonographic 


World” for January, 1898, 
tells of one of her achievements in writing 
was discovered by Miss Edith Clark, instruc- 110 words a minute blindfolded, and reading 
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called ; ol follow 
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Shaffer Wins Washington Association Speed 
Contest 


rmyHis m y of another Shaffer— the present D General, Walk LD 
Isador t the Shaffer who won Hines; Comptroller of the Currency J 
far .s ‘ : Skelton Willian and Ex-Chairman 

me as ‘ tenographer and report > ' » > 
. re . porter War Industries Board, Bernard M. Bar 
McAdoo while Director General of th How I happened to take dictation 
nited State Railroad Administr itio He latter was rather 1 quer circumstance MM 
. . Bar ich s stenographer boar led at the i 
tne story 1s a youngert rother ‘ } < ' 

- rother, who ha piace [| did, and one Sunday alternoo 
spirations and opportunities to become ons Buruch’'s assistant telephoned for the stenog 
f the fastest thand writers in th rapher He hay pened to be out, and when | 

inswered the phone ind found that Mi 

Baruch needed him immediately I voluntes 
It e ky \ gg my services and was take 
| To! when | 





surprist 
; 


rrived at M: 





Z . 
i aruc Ss res 
Short! | cc | j ‘ 
' —_ \ ' . d . dence and he started dict iting 
Steward’s Business Colleg the matter he gave me wa 
\ ashing D. « the none other than his letter of 
nis . f 7 resignation to President Wil 
ening lune j Vg 
re son, resigning as (hairman ! 
} i” 
—— 7 ‘ edal the War Industries Bo 
} \ — 
Hered , (,regg I he probably one ot t he mi 
CS Vriter 1 150 d i portant Governmental pe 
; ; t ns short of the Presiden 
Lil ‘ is> Wil iti 
ecord of 99.9 ner cx After I had finished 1 
\l l , c transcript and Mr Bar 
_ . , had read it, he asked me what 
} } : " 
uthoug! e1gnter Ca®&s syster of shorthand | wrot« 
ol is th When I told him, he turned 


with a knowing smile to his 
issistant and remarked, 
Although I don’t know any 


to John Bart n Payne. Get 


eral Counsel ot the I nited 








States Railroad Administra thing about shorthand, th ; 
tion, has had an interesting Gregg system must be quite a 
arect He Vas gradu ited 7 

: . ‘ e She > , 1 ‘ ' 
ron he East Boston Higl Isadore Shaffer Shaffer tell he was 
Ciutat , Private secretary to General , . 
wit. he same school fro Counsel of the U. S. Railroad comple tely take off his feet 


rother was gradu Administration. when he first began his set 


ted, at tne age ol sixteen He ices with Judge Payne 
: . . ; — 
eceived his Snot} hand instruction in this \ telephe me call Lr i! Answer! ne I 
school under th personal direction of Miss found the secretary to some vice-president 
1° , , , oth Ss r {fo 7 aye As one of the 
Elizabeth Fit Att rald, one of the first teachers cher & king r J ige Pay : 3 Sher 
f 4] = as commandments of the private secretary 
the system in the Boston public schools. decalogue is, “Thy boss shall take precedence 
Immediately ipon finishing school Mr: over every other ortal being,”’ I naturall 
Shaffer was given a position as stenog! ipher told the secretary to have his ‘“‘boss’’ come to 


in the Boston office of the New York. New the ‘phone before | had Judge Payne answe 
7 ha , . When another voice came over the ‘phone I! 
Haven & Hartford Railroad He left this isked, ‘‘Who ? | 


s speaking Back ne the 
position to go with the Food Administration reply sharp and clear-cut, “This is the Vice 
at Washington and was soon afterwards President of the United State t Ameri 

4 iffered the position which he 1 ccupies Mr. Shattes fesses he had nothing 
\I ohafic ites Of Nis b ry but! tedly called hi nie! 
, é ., oe How Shaffer worked up his speed in 


hand will be of interest to every ' ng pet 


striving for 





for first place in the 150 


qualify, my average being 


have been so busy with my 


did no short in i prac t 
weeks before this year’s « 


place, I started in on some 
practice, and in those two 
ninety-two hours of my spare time pra 


shorthand, including two 
days of twelve hours’ pra 


I found to be of immense 


“Expert Shorthand S; 
It 


fellow and myself alternated 
many of the articles in that 
time for We didn’t discriminate, but ta 


the technical articles as 


technical; and in our reading ba 





PHI 





” ed ( Oourse 


\ Tragic Moment 


















by the shorthand forms 


panying the Course, 


i knowledge of the 


d \ssociation at Wash- 
} 


lat con- 
enthusiasm for speed 
the Association meet 


Thursday evening at 


rg inizations t 


‘eo , 
College ior practice 


he president, Mr. 


ll writers of the system 
it the Assoc iation and 
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(jraded Letters on the First Eight Lessons 








¥ 
é 
? 


ps 
by 
“ 
Z 
x 





PrHE GREG‘ VRITI 





o-e-@ SSS OS SS SHS SO e 


(he Learner and His Problems 


A Department of Assist 


Conducted by John Robert Gregg 


I purpose is to make easier and mor 
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Your Investment in Shorthand 


100 PER Ci 


of them, at the end of their shorthand 


rse, are very much in the situation of the 


\\ 


} 


‘ 





whose a tivities in colle ye were ce scribed 
e following words: ‘He was exposed to a 


ge course, but it did not take 


rse in shorthand and pewriting 

ers from nearly all other business trans 

i and it is in a certain sense a business 

n In it vol take out just what 

il Your investment can be gauged 

st mathematical precision. In 

usiness transaction you must pay a 

nd whether or not you get a bargain 

ends upon your judgment of values. In 

dy of shorthand you yourself fix the 

tion of it Its value to vou increases 

st exact ratio to the amount of in 
igent effort you put into it 

cf esti n, therefore, ior you to decide 

when you are “being exposed to 

nd is whether or not you are going 

é Flivver” or a “Packard.” You ar 

iw material plus the workman, too! 

hool, your teacher and this magazine 

‘ furnish the design and the machiner 

yourself fix your own status—assuming 

re equipped only with the averag« 

ly of intelligence. It is perfectly safe to 

ime that vou have that or you wouldn't 


eading this department in the Greg 


ith these few preliminary remarks, 

ypular public speaker says, let us get 
down to brass tacks and discuss a few 
e things that are necessary for you to 
ve if you 


tch class 


are intending to graduate into 


m-no 


pre lem 
+} r ‘ 
ne iy 
so I 
il ) 
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‘ ‘ \\ 
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to acquire facility in applying the rule. 


Make up an extensive list of all the words in 
the textbook in which the “O-hook”’ is joined 
naturally, words such as Poe, foe, etc., 
beginning with a downward stroke followed 


by the “O-hook.”’ 

You cannot gain facility by merely reading 
the rule once and observing its application 
You must go over the ground many times. 


CONSTANT REVIEWS NECESSARY 


Repetition is a principle that must be 
} | 

applied to learning shorthand like any other 

art, and that overlooked. You 


become familiar with anything by going over 


cannot be 


it repeatedly step by step. Constant réviews 


are necessary. Every time you review a 


principle it makes a deeper impression upon 
find it 
ill your 


mind, and 
to recall it 


your you consequently 


easier when needed In 
work try to cultivate your 
Writing shorthand 
depends, more than anything else, 


things 


study and review 
powers of concentration 
rapidly 
two knowledge of 


upon principles, 


and concentration 


A CLEAR BRAIN PREREQUISITE TO A 
SPEEDY HAND 


To make the gains in the 


mastery of the manual technique, you must 
things clearly. It 


most rapid 
cultivate the power to see 
is impossible to make good forms unless you 
have a clear, deep-set mental picture of them. 
You get this by reading the forms in the text- 
book or magazine repeatedly, studying each 
individual characteristic of them, and learning 
the movements necessary to writing the forms. 
Write ‘each until it 
from the pen point without hesitation. Re- 


form many times flows 
member that speed as well as accuracy is nec 
essary in shorthand. Cultivate the habit of 
writing the forms rapidly but clearly. As 
was stated in the first article, speed with ac- 


curacy is just as easy to acquire as s/ 


OWnNESS 
with accurac 

Che 
principle can be 
basis of a right understanding of the prin- 
With this to start with, your gains 
a wide variety of 
Numerous 
the 
drills running in connection with this series. 


write outlines from 


developed only upon the 


ability to new 


ciples. 
will be made by writing 
the principle. 


words involving 


examplés of such words are given in 


lo obtain the best practice in writing such 


WRITER 


FOR OCTOBER 
words. get som 
After vou have 
way, 


n to you. 
st in this 


i 
with » shorthand 


compare 
, , 


outlines given in the textbook or magazine 
SYSTEMATIC ANALYSIS MEANS 
CERTAIN PROGRESS 


to analyze out 


Many 


real secret of read 


ibility 
merely intellig reading. 


lines” is ent 


students do not know the 


ing. The first he process is to learn 


in their 


ers one-bv-one 
them out 


the 


ke at the 


its component 
will do eventually, 


bility to do this is 


h the fundamental 


o read partly through 
having an inkling of 


the word, guess rie remainder. This is 


detrimental to the development of logical 


} 


inalysis, and will lead into many errors 


you 
By develo] sVSte tic methods of study, 
will save a vast amount 


nd get to your goal much 


as outline 
ol time, 
more 
which 


on the notes 


quickly you get a grasp 

But, before proc eeding with 
material, take a brief review of all the 
work you have gone over. Make sure that you 
i joinings with rapidity 


| 
the new 


uting all tne 


are making positive dis- 


are exer 
and ease; that y 
tinctions between the lengths of your strokes 
and in the size of your circles; that you are 
making the hooks deep the 
that the nbinations employed in 


and on proper 
slant; 
words as we, wall, weary, wave, yacht, 
with artistic skill. 

make 
attractive is 
If you will 


such 
‘ten 


year, are wt! 


One of the way you can your 


executional work in shorthand 


to develop new interests in it. 
take pride in the artistic form of your char 
acters, you will find it a fascinating practice 
to write shorthand. Besides this, the work 
you do in that direction will yield big returns, 
because the more accurately you make your 
easily they can be read, 


l, is the final test 


characters the more 


and reading, after a 


| 
i 
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‘ Notes on the Drills 
r DRILL V Eggs, tugs, tuck guess, legs, lacks, 


RILL V furnishes some interesting takes 





constructive material Two new Before or after e strokes ¢. d. n. m. use 
characters have peen in roduced th that for ‘ irpet ingle Irv it 
signs for s and th S is one of the most :n these words 
equent s inds in the | iwlish lang ige ind 
- ~ i tem, { i l Is 
ur mastery of the joming I in i " , on AD 
inations will not only make it possibk 
s , ao thas j f —in. that < 
u to write housands of words , , 
7 bh | . om Since im s nations the which 
ould not otherwise write, Dut it will aad , 
y ‘ ; . “ee! i gle is used, a vowel occur 
7 tremendously to your shorthand spee« Sis , . 
<5 : I n t unt naturally goes onulsue the 
' , , 
: ilways written downwa Alternative cha Writ 
& " ‘ | . 1 ° ! 
icters are given » lacilitate yoimnings in a 
H oe 6 ° . ~ S ‘ = S 
possible combinations In pr ice the same " ‘ ‘ { tay 
; ?, eems iiss, Tess 
mployed for \ study of t 
4 of hef ;, er a ¢ e will P e words employing 
that it i : vriting the before 
imilar mo ‘ 1; , ing 1 ind short Learn to 
> he curve | 5 ( ef ad ) ‘ tn ' “ | yu 1 stop 
itten wi ‘ | ement Cor . oe a before or after the 


‘ sage t » chase, jest cheese 


this, practice joining s to p, , f, ». You will es, edges, ages, lashes, riches, sketches 


movement but it forms a shar ngk \ There is a number of words which only 
circle vowel occurring at this point is naturally contain s ot or the reverse, in various 

‘ written outside the angle Now apply the ombinations wit ircle vowels The or th 
joining in the following words written clockwise is alwavs employed in such 

Ip, sap, save, siit, splash, Se VE : combinati HT being written with i dot 


spray, Sibyl, sphere, spare, spi eep ive does not alter the forms in any way. Write 


Join ifter p, b, f, v, and note how the Seethe, t re, ea essay, saith, seas, 
follows a similar movement to the curve, hazy, s 
ind that a sl arp angle is made at the joming In joining th the lockwise form is given 
rhe rule for vowels stated above applies here preference except before or after o, r, l. 


’eace, pays, heaps, ebbs, helps, eaves, vase, Thought, thrill, wrath, loath, healthy, 
yhase, boys, wees, abbeys, leaves, ravi thief, faith, atl thistle, threat, throne, 
briefs, laughs throat. thin 


Now join to &, g, r, Check up thes Io avoid an angle, so used initially) is 


combinations and see if you have followed written wit e ‘comma s.”" Writ 


the rule to use a similar movement hus, Sown ) “ ilo, soapy, sob, soft, sought, 
the used before &, ¢, is made like a comma; soak, sogg in, solid, sauce, swamp, 
he s before r, /, is written in the direction of ¢ et wa 

seldom occurs before r without an intet ko e same reason the combination us ts 
vening vowel S44 occurs quite frequent! wri 1 Wi I in ang when it occurs 


Fest your knowledge of joining to thes initially or when it follows a downstroke. 


wing words Write 


strokes by writing the fol 


Us. officio st, pus, fussy focus 


Sake, Sag, si kle, sale, >aran, Sé ll, ilad AUB 
serf, silly, syrup, serene, silk, seeker, sacked, 
screen X may ve expressed in all cases, except 


Join s after , g, r, Note that after &, g, initially, by written on the same slant as 






the comma s is used; after r, /, the other our character for the period. Writ 






form of s is employed. Write these words Wax, fox, tax, mix, fix, Rex, vex 
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Drill VII Drill VIII 
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Sentences Sentences 
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st wholly to syllable representation— 
exam} le as the svilables in tenor, 
ite, temper, depend, maintain. By exten- 
be ol one svilable words are 
ter nder this principle—such as /and, 

” pi é 
e appli ion of the rinciple is shown 
early in the words in the Drills and in your 
ook. You can get an understanding of it 
e clearly | nalyzing these out- 
in any other way. It will help 
ember the direction and length of 
‘ < case il ou will observe the 
‘ ej ; eni ; en enid, 
ends the direction is determined by the 
ral direction of the consonants in the 


the length is determined by the m or 


len blend is a short 


( el uns 2; lem-dem isa long 

ke because it contains m1, and so on 
len may be likened in length to p—only 

e blend is written upward and p downward. 
lem may be likened in length to v—only 

e blend is written upward and v downward. 
In the construction of word forms you will 
sionally have to make a choice of blends, 


d the following will assist you in getting 


correct every time 


a choice between a curved 


nd a straight blend, as in the words stamina, 


mond, always give preierence to the 


t blend. Where there is a _ choice 


een the ten-den and ent-end blends give 
erence to the forward movement (fen-den). 
Note particularly the formation of the 
len and emt-emd blends as shown in the 


iking the jent and def blends deep and 


rved both at the beginning and the end. 
he beginning and end of these strokes should 
on a line parallel with the line of writing. 
earn to execute the ses blend with practically 
e movement. This is a ve ry facile stroke, 
1 will add wonderfully to your speed in 
iting. The following writing exercise will 
ist you in acquiring a vocabulary nucleus 


h nrir nile 


Dense, condense, intention, ex- 
nsion, obtain, detain, threaten, attendance, 
lency, sudden. 


Temper, freedom, autumn, 


id, attempt, wisdom, random, kingdom. 


lem-dem: 


nt-end: Signed, lend, sent, entry, trained, 
nd, cleaned, print, fastened, lined 


WRITI 











R FOR OCTOBER 61 





Emt-emd: Prompt, seemed, exempt, steamed, 
framed, blamed, climbed, rimmed, dreamed 
trumped 

Def-v, tive: 
devise, native 
divert 

Jen 
spent, gentle, legend, happened, expend 

Men-mem: Many, month, minute, women, 
human, immense, remain, examine, maintain, 
men, memory, member. 

led ded det Added, 

/ 


’ ’ 
} 
i 


waited, « 


Defense, deficit, div ide, defend, 
motive, attentive, devout, 


} 


t-d, pent 1 ( hea pe ne d, ripened, ope ned, 


aided, heated, 
detach, educe, audit, edit, detour, 
heeded. 


Ses-xes: Bas Ss, leases, laces, losses, loses, 


sustain, boxes, possess, senses, access 
Finally, give sper ial attention to the phras 
ing principle involved in this Drill, such as, 
} 


lo-mare, al-any-t 


time, to the word-signs, and 


the other phrast s 


DRILL VIII 

Che principles of construction employed in 
Drill VIII are so clear and definite, so far as 
theory is concerned, that we need not go into 
that further. It will be well to remember 
that the principle is of wide application. 
Familiarity with it will therefore give you an 
extensive addition to your writing vocabulary. 
After all, that is what you are after— 
vocabulary. 

From the viewpoint of manual execution, 
there are several littk points that will assist 
you in getting accurate, fluent outlines. First 
of these is elimination of waste motion in 
joining circles. Take the word art as an 
example. In starting the circle, begin it at a 
point where it will be unnecessary to retrace 
Be sure you close the 
Learn to make all 
these movements with fluency. The joining 
of a circle between a horizontal and upward 


oay ; " ; le 
any pari of the ctrcieé. 


circle up in every case. 


character, as in the words mart, garden, etc., 
requires a little special practice in execution. 
This is also true of joinings in such words as 
The final loops, as in the words 
, Should be long and distinctive. 
In words like assert, exert, make the s small 
but see that the circles are distinct. 

There are a few words involving a variation 
of these principles that should be simply 
memorized; for example: 


chart, farm. 


manners, dare 


Tell, till, deal, mail, mile, smile, still, style, 
detail, leads, mails, style, details. 

Practice the following to add to your 
vocabulary: 


Before or after and between straight strokes: 
Heart, heard, hard, tardy, share, earn, urge, 
de ar, yearn, near, harm 
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Between horizontal and upward characters \ Test on the 
Garden, smart, card, curtain, alert, murder, a. fn 
courtesy, guarantee, lard, mart I irst Six Lessons 

Bet downward character and T, D, N, 

farm, shirt, pardon, barter 
, charter, adjourn, fertile, appertain 
1 bs: Cheers, ledgers, manners, teach 
irmers, tears, tires, readers, nears, leaders 
and Th reversed belore straight stroke 
issert, concern, exert, insert, third 
. lrtyv, sermon, concert. 

R omitted Large, cargo, term, surpris 
certain, serve, turn, term, northern, southern 
indorse, warn, worse, war, award, warm 
ibsorb, sort, retort, border 


ABOUT WORD-SIGNS AND PHRASES 


If you neglect to memorize thorough! 
every word-sign and phrase you are storing u 
trouble The word-signs make up easil 
more than half of all written and spok« 
language. With these learned so well that 
you can write them rapidly and read them as 
last ; you can pronounce the words, pra 
tically fifty per cent of your work is don 
sesides, if you have speed on these, that will 
give you more time in your writing to co 
struct the unfamiliar words. Go over tl! 


word-signs systematically every day. 


BRING YOUR TROUBLES TO THE 
CHIEF 


The editor of this department will be glad 
to hear from the readers on any problems 
that they encounter. Tell me your troubles 
if you have any. Perhaps the very things 
bothering you may be troublesome to others 
and your inquiry and my answer may smooth 


the pathway for many besides yourself. 


O@Q oO 

‘You can enhance your value to others 
and to yourself—by increasing your produ 
tive ability he difference between the $10 
man and the $10,000 man is primarily one o 
power to accomplish results. You can pass 
from a lower to a higher position only by 
developing and training the faculties that ar 
necessary for successful effort in the position 
to which you aspire. 

‘To do this and get the most out of your 
self means putting yourself on a strictly 
business basis. You must make a thorough 
and impartial inventory of yourself, physically 
and mentally. You must build up the lines 
in which you are weak, eliminate everything 
that hinders your effectiveness, and co 


ordinate the whole into a harmonious and — 
. Don’t Delay Y 

productive organization. Summed up, your —S Your Subscription 

success depends largely, if not altogether, Order if You Want to Be Sure to 

upon your ability to organize, manage, and Receive the September Issue. 








develop yourself 
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(he O. G. A. 


Devoted to the Development of Artistry in Shorthand W riting 


Conducted by Guy S. Fry, 631 


Department 


S. Wabash Ave., Chicago, I1/ 





This Department Is thee 
official mouthpiece of the 
0. G.A The purpose of the 


©} organization is to encourage 
the development of skillful 
shorthand writing. Member- 


yy EW? eS oe 


notes show artistic merit. 








Cc p— of —_—~ How to Become a Member: 
,REGG Practice the test article until 
ARTISTS you secure two copies that 

— wes represent your best work 

v Mail one of these to the 


editor of the department and retain the other for com 
parison with the published plate If the specimen 
“nt us reaches the required standard, a membership 


atti et ede, 


certificate will be sent you. Otherwise your work will 
be returned with suggestions and criticisms and you 
may try agaim lo secure approval notes must be 
correct in theory, accurate in proportion and execu 
tion, free in movement. 


A Certificate of Superior Merit is awarded to 
those whose notes are of superior excellence This i 
the highest credential awarded for artistic shorthand 
writing. It will be issued in connection with th« 
membership certificate to those whose notes warrant 
it Members may become candidates for the Cert: 
cate of Superior Merit. A circular about this certifi 
cate and how to secure it will be sent on request 


Examination Fees: An examination fee of ten 
cents must accompany each specimen submitted 








Write Shorthand With Your Head 


ROM day to day as I look over the O. 

G. A. specimens submitted for criticism 

or approval, I am more deeply impressed 
vith the fact that the most important element 
f good writing is a clear and correct under 
standing of what you want to make. 


Speed can be acquired only through much 
practice, because it is based on a coérdination 
f impulses that must be developed to a very 
high degree before it produces the quick, 
iccurate action required. But I am becoming 
retty well convinced that there is very little 
excuse for even a beginner's making outlines 
that do not quite closely reflect the recognized 
standards of form and proportion. If you 
know what you are trying to make you will 
ome very near to making it. 

I have before me a letter and specimen 
that have brought fresh evidence of the value 
f correct impressions of form in learning to 
write, as well as some most interesting sug- 
gestions about the profitable use of time. A 
soldier back France after two years 
there sent them. Before goiag into the army 
he was a harness-maker—so we can’t credit 
the progress he is making as a shorthand 
vriter to any previous training that applies 
Certainly his life in the 


from 


this direction 


trenches didn’t help much. He says, ‘The 
total number of hours of actual teaching | 
have had amount to about 112,” or about 
twenty ordinary school days—short days for 
a soldier, and a pretty short course for a 
shorthand student! And he has had little 
opportunity to practice outside of his school 
hours. His shorthand wasn’t perfect, but it 
was real shorthand, noticeably 
basis for steady and rapid improvement. 

I looked at his letter to see if his longhand 
writing gave evidence of hand training—it 
was beautifully typewritten except the sig- 


good—a 


nature. This showed the heavy, irregular 
lines that mark the untrained hand. There 
was no escaping the conclusion that this 


soldier boy had developed, in an absolutely 
new field, an unusual degree of excellence, 
and in an unusually short time, and there 
ground for presuming 


was no reasonable 


special aptitude 


UNDERSTANDING AND INSPIRATION 
THE CAUSE 

What, then, was the answer? I think it 

was given in the sentence, “I have 

learning shorthand under the tuition of Mr 

Gordon Bennett, who has the O. G. A. Mem 

bership Certificate, also the Certificate of 


been 
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Merit 


writing 


Now, 
ability 


Mr. 


not 


Superior Bennett's 


superior could have any 
influence on the notes written by his pupil, 
except as the pupil’s development of a good 
style reflected the benefit he received from the 
instruction of one who had both a clear and 
constitutes 


their 


correct understanding of what 


notes, and an appreciation of 


He began his teaching by giving his 


good 
value. 
pupil a definite idea of what he should strive 
for. 
to accomplish, every bit of his practice con 
and the 


Understanding just what he wasexpected 


tributed directly to his 


earnestness and industry of the pupil carried 


} re yeress, 


him forward surely and rapidly. 


It is obvious that so far as the physical 
effort required is concerned, it is no harder 
to make forms right than it is to make them 
wrong; in fact, the 
selected and the principles observed in joining 
them determined with a particular view to 
The properly made 


characters have been 


securing facile forms. 
form is ordinarily easier to make than any 
variation of it that would retain the essential 
elements. Of course, it does require some 
practice to develop the hand control that 
gives uniformity, so that an outline at the 
bottom of the page will be the same as one 
at the top. It will be apparent, though, that 
if the writer has the correct impression of 
the should be, even at the 
beginning of his practice some of the forms 


what outline 


will be approximately perfect. 


But, when come to make a critical 
examination of a specimen, you find that 
work that is is practically 
uniformly poor—not that all specimens are 
good or bad, but the work of an 
noticeable uniformity of 
The 
not accidental, but are typical of the speci 


men, and are repeated time after time righ 


you 


poor always 
equally 
individual 
throughout. 


shows a 
iorm 


style errors in are 


down the page. I can see in this fact only 
proof that the weakness of the writer is in his 
mental conception of what has to be made, 
and not in the physical ability to execute it. 
His hand works under instructions from his 
head. If it faithfully reproduces an incorrect 
ifter time, this results from positive 
the not 


condition. 


form time 


direction from brain and from a 


negative The hand would make 
nothing without its directing impulse; without 
a well-developed and definite impulse, the 


lines would be aimless and irregular. On the 
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other hand, we 
bu . just the sa 


CORRECT YOUR ORDERS 


shall we 


out corres 
makes incorrt 
difficult abo 
there is 
t! 


think 
before 
ouldn’t 

Say involved 
execution 
lines proper! 
lor me 

' 


mar S 
\ 


writer and the 


] have con 
far as I am 
not analyzed 
fore the p 
writing. W 
benefits of 

what has c 
important 


fan loa 


As yet I 
that 


mental we 


will 


but the <« 

— oo 

student 

benefit 

and by 

study of tl 
the elements a1 


a view 


tice 

| his seem 
encountered 
the 
ambition to 


time to 


, , 
well take 


the 
character intil 

and un- 

ir working material 


varied 


made rigl t. oO! thi I lual 
hurried enlat 
Vide 


will soon pri h for 


and interesting 


because it is diré 
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Plate for the August O. G. A. Test 


) 


produce net profit, instead of liabilities in the 
form of incorrect habits that will later have 
to be overcome or that will remain as per- 
manent handicaps and obstacles in the way 
of full success. 

It is possible that by starting right and 
laying right we may be a little longer in 
getting a general capacity, of a sort, but the 
plan will certainly save our time in the 
development of real shorthand ability. 

The proposition reminds me of the hay- 
making days of my early life. With the hay 
ready for loading, to be taken from the field 
to the stack or barn, we might load in haste 


and carelessly—and reload from time to time 


what shook off on the way in, finally arriving 
in the midst of much disgrace and a little hay; 
or we could load with care and thoroughness 
and ride in with confidence and our full ton, 
passing our hasty friends on the way. 

Put in your work where work pays most— 
and with shorthand an hour at the start may 
be worth a year at the end. 


A>, 


Sg 


Club Prizes 


To stimulate the interest in O. G. A. tests 
among students in school and reward the 
honor-winner with tangible evidence of his 
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ble Mention 





Honor 


recel 


ood work, club prizes are granted for the 


specimens received with clubs of tests 


Latest Awards ae 
Gold Ring ship whose | excellence 
Eleanore Kielmeyer, Bliss ¢ ge, | bi 


Gold Pin 





October O. G. A. ‘Test 


Princeton’s Tribute to Vanderlip 
JA" seca ARTHUR VANDERLIP, for expt 
4 






ide President of ¢ National City ind to all ” | 
I i f New York, one ot the } to te et \ 


Viental 
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Additions to the 1918-19 
100% Club 


HE September magazine 

getting into the mails on 

removal of the magazine fro 
City. We have 
following additions to the 


which 


Greybull Publi 

st Benedict's 
Joseph, Min: 

Murphy School 
lowa 

St. Cloud 
Viinn 


received, 


we are glad 


leachers’ Certificates 
HE following applican 
Teachers’ ( 

the last announcement 
Lucille L. Airy, Maryville, 
Sister M Albertonia, For 
Elizabeth Alexander, Chico, 
Doris Armstrong, Chico, Calif 
Agnes A. Awcock, New Orleans, La 
Mrs. M. K. Barnett, Spokane, Was 
Genevieve Bechter, Pierce, Nebr 
Esther Becker, Seward, Nebr 
Hilma M. Benson, Harvard, N« 
Louvia Black, Ottawa, Ontario, ( 
Marjorie Carr, Eagle, Nebr 
Ann Ellen Clarke, Charles City, 
Max Cohen, New York City, N. \ 
Cecil Craig, Marshall, Mo. 
Louise Cross, San Diego, Calif 
fJertha Dosdall, St. Paul, Min: 
lora Dowler, Columbus, Ohio. 
Eva Eldredge, Los Angeles, Calil 
Sister Mary 
Nellie H. Evans, Columbus, Ohio 
Leona Fisher, El Paso, Texas 
Agnes C. Foarde, Cedar Rapid 
Neva N. Ford, Lincoln, Nebr. 
Honor Staley Gabel, Columbus, 0 
Enville C. Gilliam, Chico, ¢ f 
Sara Goddard, Phillipsb: 


awarded 


rg, Kat 
Lou Eva Graham, Columbus, Oh 
Zelpha Zelene Griffith, Mitchell, S. Dal 
A. Beulah Halle, St. Helena, Nebr 
Eulalie Hill, Marietta, Ohio 
Lelia E. Holcomb, Geneva, 
Doris Hostetter, Dougla . Nebr 
Ethel Irving, Spokane, Wash 
Ruth Nynah Jamison, Ur 
Nebr 
Elizabeth F. Johnson, Port! 
Sister M. Julie de |: 
Eunice Jenki: ye 
Eunice Myron ] 
Evangeline M 
sistel Gertrud 
Vera 
| 


Is 
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Mae A. Kelly, Waterbury, Conn 
Ruby Leong Kern, ( hark s ( ity, Il! 
Augusta Kreutter, Denver, Colo 


Cecil Adeline Lang, Mitchell, S. Dak 


Hertha Ethelyn Larson, Mitchell, S. Dak 
Roy Lehman, La Crosse, Wis 
Sister Mary of St. Lawrence, Omaha, Nebr 


Mrs. Ethel R. Lillywhite, Mesa, Ariz 

Olive Lourdeaux, Chico, Calif 

Panthea McClellan, Chico, Calif 

Martha Alice McFarland, Mansfield, Oh 

Edna Masten, Dallas, Texas 

Myrtle R. Mayne, Charles City, lowa 

Jennie E. Mears, Columbus, Ohio 

Sarah B. Miller, Mountain View, Okla 

Ada Moore, Chico, Calif 

Flora Morris, Chico, Calif 

Elna Ordahl, Eugene, Or 

Minne Otte, Columbus, Ohio 

Ada Pulley, Chico, Calif 

Vera E. Richardson, Denver, Col 

Shrelda Rowland, Tacoma, Wash 

Lora Altha Rickards, Frankfort, 

Florence M. Rundell, Platteville, 

Sister Mary of the Sacred Heart, 
ville, Texas. 

Virginia J. Safford, Néw Philadelphia, Ohio 

Anabel Stovall Scherer, Houston, 

Grace L. Sheridan, St. Jos ph, Mo 

Erla May Simmons, Alliance, Nebr 

Helen Sonner, Crestline, Ohio 

Cleora M. Swearingen, Findlay, Ohi 

Eva Syfert, Mt. Zion, Iowa 

Ruth Marie Vennekolt, Charles City, low 

Hilda I. Vinton, Findlay, Ohio 

Caroline Walderbach, Cedar Rapids, | 

Anysia Walsh, Gretna, La 

Pearle L. Ward, Lincoln, 

Laura L. Wolfe, Albert Lea, Min 

Effie Woodyard, Pittsburg, Kans 

Helena M. Workman, Fulton, Ky 

Martha Lois Young, Seattle, Was! 

Frances Zimmerman, Ft. Madison, | 


Ohio 
Wis 
Halletts 


re Xas 


Nebr 


© 


A Cure for Dullness 
ERHAPS 


there ar persons to whol 


the eight-column summary of th 
Peace Treaty seemed a trifle heavy 
here and there. Let them, when they arriv 


at such a point, lay the summary down and 


read the following passage from the latest 
Miscellaneous ( 

Then let 
will be surprised at 


issue of the Smithsonian 


lections attentively. them resum« 


Chey 


the way it has gained in sprightliness: 


the summary. 


In regard to disposition among the Echino 
derma, Stromatocystites is at first sight some- 
what perplexing. On the hand, it is 
clearly related to the diplopore-cystids in its 
thecal structure, and the five ambulacra 
appear to be nothing more than modified 
recumbent brachioles attached to the thecal 
plates. Yet it is not one of these cystids, 
was 


one 


because Stromatocystites a free animal 
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levoid of a stalk, though retaining at times 
oe dorsal plat O e other hand, the 
or 5 clear t ie of evolution to 
the sessile edrio but is an unattached 
hough not é rn That Stromato- 
is als y on the line toward 
© ¢ ited by the structure 
of the cra s is seen in the modi- 
fi the « yre-cystids, where the 
free | vosed of two columns 
yf 9 ossicles having their 
bulacral furrow ered over by two rows 
of roofing pl | e four columns of 
ossicl re, in t ¢ under consideration, 
the « valent roofing and flooring 
‘ of the ' ra, but there are in 
Idit ) th tw ) mns of side plates, a 
new develo t present in the brachioles 
t diplopore In these features we 
the e how a diplopore-cystid 
ged nchored Stromato 
the t e trending in develop- 
tow ( rids Evening 

New ¥ 
It seems t t this would be an ex 
cellent speed either sharthand or 


THE SPELLING CHAMPIONSHIP 





Minnesota’ elling championship has 
st bes eleven-year-old girl, 
Ruth Lampland enters the eighth grade 
this mon \ rat imple word stumped 
last remaining rival in the elimination 
test gelati It isn’t always the longest 
\ ds tl hest Do you know 
he test of ( eller? It is this, which 
three ( office can write down 
letter perfect rapidly from dictation Mr 
Proofreader, do your darndest here 


It is agreeable to view the embarrassment 
saddler sitting on a 
symmetry oO! a 


{a harassed peddler or 


ying tne 





Freedom of orthography is no crime in 
land Did not Josh 


‘l hold that a man has as much rite tew 


Billings say 


spell a word it 1 yuunced, as he has tew 
pronounce it way it ain't spelt.’"— Nez 

No one is reseivd agenst whom there is 
iny reas il, moral, social or rase 
objection, or wud be unwelcum to even 


a small mi dvertisement of the 
Lake Placid (¢ 
Any obie tl 1 to 
New York Tribune 


old-fashioned spellers? 
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Shorthand’s Infinite Variety 


“YHERE are three letters in this morn- 
ing’s mail which convey an idea of the 
many uses to which shorthand may be 
The first letter is from a lady who was 
high 


put. 


formerly a teacher of shorthand in a 


school: 

Being engaged in advertising work now, it 
occurred to me that you might be interested 
in knowing what a tremendous asset skill in 
shorthand and typewriting is in this line of 
work. 

As a copy writer I write my ads in short- 
hand, finding it an immense time-saver 
Then, of course, when an “‘inspiration’’ comes, 
I can capture the elusive idea before it escapes 
All copy must be typed before it is sent in 
to the papers, so this ability is essential 

The second letter, which is written in clear, 
legible shorthand, is from a gentleman in 
Leamington, England, who says he “began 
the study of shorthand on April 15 of this 
year, and being in my seventy-ninth year I 
do not desire to write so many words a 
minute, but to be able to copy a few things 
with ease.”” We have often been asked by 
people half the age of our correspondent 
whether or not they were too old to learn 


shorthand. That letter furnishes the answer! 


The third letter is from an officer in the 
United States Aviation who 
desperately wounded in battle when 13,000 
leet above the earth, but succeeded in 
landing behind his own lines and was saved. 
He writes about the 
value of shorthand to the aviator in making 
Long 
because it 


Service, was 


who 


very enthusiastically 
rapid notations of his observations. 
is almost useless 
He believes that the 
strongest argument for the use of shorthand 
in flying is that “shorthand written under 
such conditions can be read with more facility 


hand, he says, 


requires so much time. 


and certainty than longhand. As he puts it, 
‘the shorthand notes seem to get in between 
the vibrations, while the longhand notes ap- 


not 


pear to register every vibration.”’ It is 
every day that 
writing shorthand at the rate of 120 miles an 
hour.” 


one has the pleasure ‘‘of 


Lieutenant Smith earnestly insists 





that shorthand should be part of the required 
aviation. We 


amendment, 


second 


that it 


course of training for 


the motion, with this 
should be a required subject in institutions 


of all kinds! 


Moving the Magazine 


rINHERE 


the Gregg Writer 


were many reasons for moving 
more central mailing 
facilities, zone rates, et rhe change 
was under consideration for some time, but the 
deciding factor was the constantly increasing 
pressure on our space in New York and our 
inability to secure suitable additional space 
elsewhere under existing conditions. 

Moving the magazine was a prodigious task. 
Few people have any idea of the work in 
volved in moving addressing machines, plates, 
paper, and records containing 70,000 names. 
Under the present congestion of the railroads 


almost everything seemed to go astray 


paper, cover stock, shorthand plates, adver- 
tising cuts, records and correspondence. The 
business manager of the magazine, Mr. Fry, 


has had a colossal task to handle, but he has 
tackled it with his usual ene rey and ability. 

There may be some little delay in the first 
two numbers, but soon everything will be 
running smoothly. If your magazine does not 
this month, or if your 


attention, 


reach you on time 


letters do not receive prompt 
please wait a few days before writing us. 
Our slogan this year is ‘100,000 subscrip 
tions.”’ That should be easy of attainment 
with the codperation of our many loyal friends 
oO 


An Author's Experience 
EWSPAPER 


clippings come to our 


| 

desk from all the large cities, com 
™ menting on the shortage of stenog 
raphers. This probably accounts for the 


very large enrollments of shorthand students 
reported during the first part of September. 

The present situation affords opportunities 
for almost any kind of stenographer, but the 
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Se en ee eee 





‘ 


e Typist and 


A Clearing House 
Conducted by Adelaide B 


of Ideas for Typists 


Hakes, 


Office Worker 


md Office Workers 


631 S. Wabash Ave., Chicago, Ill 








The 0. A. T. is the professional organ 
the 


It is open to all who qu alify 48 Superior 
craftsmen 


OOOO SoG rere Sonne Ge @ 


ization of artists in typewriting 


Junior Membership: Membership in 
the Junior division 
who is studying typewriting in a school 
or by himself who is able to pass the 
Junior test 


8 open to anyone 





ORDER ¥ 
a LS 
TYPISTS 








Membership in 
ll typists 
reached 


Senior Membership: 
the Senior division is 





open to 
whether attending school or not who have 


a speed of at least forty words a minute. Senior test 


OOO 0-8-8 O--O-@ 


} ned atat 


ompanied by t 


must he ace ement that 


the candidate has attain 


ia , 
ind Senior member 

ch month lests 
ired, but only one 


The test for both Junior 


rs in this dey 


Tests: 
ship appe 
may be practiced as often as « 
specimen should b« ntin. Each part of the test 
hould be typed on : parate A test is good 
only until the 25th of the month following publica 
An examination fee« 


tinent « 
i 


heet 


of ten cents must accom 
A beautiful Certificate of Member 
either test A 
mailed upon 


tion 
pany each test 
ship is i ! t« those who pa 
circular ¢ i jiculars will be 


request ) ‘ 
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Mastering the Details Makes Your Work a 
Pleasure 


ry! 
exercises of your text may possibly be 
It all depends on 


seeming simplicity of the beginning 


somewhat deceptive. 
he way you attack them; whether you are 
mastering each detail, getting an absolut 
knowledge of each step, or whether in your 
impatience to get over the ground you are 
taking time only to half learn the keys, 
erhaps struggling along with a most vague 
ind indefinite their location 


giving all too little thought to your method 


sense ol and 


of operation. 


There is just one way to make your type 
writing easy, pleasurable and resultful, and 
that is to know each detail presented and to 
that know it; then confidence in 
yourself (without which you can accomplish 
ittle) and a firm belief in your ability will very 
quickly rout out the drudgery, dread and dis 
couragement which frequently make a positive 


RnNOU you 


bugbear of an otherwise wholly fascinating 
subject. 
HABIT A CABLE 


It is frequently difficult for the beginner to 


the significance of 
methods, or suggestions that later 
seem very clear and logical. There is no 
better way of insuring rapid progress than by 
nstantly reviewing each step taken. There 
the 


grasp importance or 


advi e, 


fore, I am going to ask you to take 


« ind go care 
ven last month 
ind drills 

Check 


whe re 


stions 
mination 
yourself up rigidly out just 
are actually 


lor 


iat 


ctice, 


you know, too, that 
ild a typist with a 


curely around his 


KNOW EVERY ‘“‘PART’’ AND USE IT 
Now to get reall ell 
your machin » turn the passing stranger 


And it 


» friends than strangers! It 


acquainted with 


into a true and tr d friend is so 


much better 
skilled 


sure 


operator 
awk- 


time 


is a pk 
handle 


his m no fumbling, no 


wardness, no only quick, sure, 
y} 


saving motions You are capable right now 


the same alert, professsional 


ol developing 
using each 
the quickest, 
easiest way—then never change; let the action 
become entirely automatic. You will find no 
parts about your machine; they 

| fun 


to enable you to labor 


methods. Form » h of 


appliance in just tl 


unnecessary 
+} 


ere ) erform definite tions— 
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THE 
oa — A ING 


METHOD OF INSERT- 
VING THE PAPER 


EXPERT’ S 
AND REM‘ 














DON’T ABUSE THE BACK , , 
fall int 
i 1 guard i " 
I b l I I 
Ss I ik l 
— lo 
If I I 
ect l 
j 
« ) tf tl ‘ 
It is of I 
T ri it i } 
} \ If is } id t 
{ 4 t ] | t] 
| dow j 
: , . p+ I men If s l \ 
YOUR STROKE MAY MAKE OR MAR + te proof that » a ce 4 
YOUR SPEED scan gunk: diteiliiien ditniiaent Matin toll 
The } | ‘ 1 Strike wi ‘ 9 ¢ m i 
‘ le ike vill i! Cs . I 
\ d l S 1 Wi be ] i ( “ l 
ire i H ] en D I i l 
ur } } e 4 it ft \ , 


First Finger Drills 
Make at least three perfect copies of the stroking, reaching, and concentration 
exercises, writing full across the sheet. This drill will go nicely on a half sheet 
with an inch of margin at top and bottom. Aim at perfection of method in every 
detail 
Stroking Exercise 
ffrffjjjjffffijjiffffjijjiffftijjs 
ffrffjjjjffffjjjifffrfjjijiffffjjdjs 
fifjrfifififjfifififififjififififi 
fifjfirfjifi fifi fifi fifi fifi fifi fi 
Reaching Exercise 
frft frft frft frft frft frft 
jujy jujy jJujy jujy jJujy July 


fvfb fvfb fvfb fvfb fvfb fvfb 
jmjn jmjn jmjn jmjn jmjn jmjn 
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Junior Test 


YOPY the following article, supplying a 
J suitable title ind paragraphing and 
punctt iting where necessary 
One hundred vears ago sus n any ‘orm 
was regarded as a luxury Fift our years 
ago in 1865 the per capita consumption was 
18.17 pounds Five years later the iveragt 
consumption was 32.73 pound 5 years 
later 50.72 pounds and in 1915 the average 
was 86 poul The per capita sugar ci 
mptior w said to be considerably over 
90 pounds per annum in the United States. 
[his increase in sugar consumption is largely 
due to the fact that sugar has come to be 


recognized and utilized as one of our principal 
foods It has a heat value greater than lean 
meat and is essential to a well balanced ration 
It is moreover one ol the cheapest foods and 
statistics show that it is the poor not the rich 
who consume practically 80 per cent of the 
$500,000,000 worth of candy eaten inthe U.S 


each yeat Because of this per capita demand 
the enterprises engaged in the three major 
phases of the sugar industry—planter, man 


facturer and refiner—have become particular] 
stable businesses enjoying insistent and con- 
sistent demand for their products 
Senior Test 
1. Prepare a tabulation of the fifty 





larges United States, with thei 
population according to the latest 
if | ble, the date of setth 

You will be able to find the 
this tabulation in 


almanac. 


t cities in the 





avail ible 





hgure and OSs 





ment of each. 





information needed for 





almost any dictionary, atlas or 






These books can always be found at a publi 





library 
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Concentration Exercise 
fur jug fur jug fur jug fur 
but gun but gun but 


my ruby urn buy my ruby 
my buff rug try my buff 





FOR OCTOBER 





Jug 
but 


gun 


urn 
rug 


Questionnaire 


1 Can you instantly locate any letter you have thus far had 

:. 2 name, te, and give the function of each att ment mentioned in this 
art le 

3 How y seconds does it take you to insert the pap | start writing? Less than 
hive 

| How many times can \ Iternate the words “‘f g’’ as shown in the drill, 
without error, in one minut (sul and “‘but’’? 

5 How many times can you writ buy 1 ruby urn’ nd “‘try my buff rug’’ perfectly 
in one 1 te Are ve le to ke perfect control of mit I nd when writing them? 


\. LT. Tests 


). 
following information in 


I the 
Select your own titl 


2. Arrange the 
, 
Consice 


what you most effective way. 


The United States has only 6 per cent of 
the population of the world and only 7 per 
cent of the land and yet we produce 20 per 


cent of the world’s l I 


supply ol gold 25 per cent 
of the world’s supply of wheat 40 per cent of 
the world’s supply of iron and steel 40 per 


cent of the world’s supply of lead 40 per cent 
of the world’s supply of silver 50 per cent of 


the world’s supply of zinc 52 per cent of the 
world’s supply of coal 60 per cent of the 
world’s supply of aluminum 60 per cent of 


the world’s supply of copper 60 per cent of 
the world’s supply of cotton 66 per cent of 


the world’s supply of oil 75 per cent of the 


world’s supply of corn 85 per cent of the 
world’s supply of automobiles. We also 
refine 80 per cent of the copper and operate 
40 per cent of the world’s railroads. Before 
the war we owed other nations five billion 
dollars. We have not only paid this debt, 
but foreign nations now owe us ten billion 
dollars. We now hold the largest gold 
reserves of any nation in the world Greater 
Ve L York 
Club Prizes 
NOTE: G c nd bronze pins are awarded for the 
tests re 1 i ss of thirty, twenty and ten 
respecti T} prize for the best paper in a 
ifty is the gold O. A. T. ring 
Gold Pin 
Evelyn Ahlen, Duluth Business University, 


Duluth, Minn 
Silver Pin 


Dora Cyr, Duluth Business University, 
Duluth, Minn 
Mary Puehler, Sturgeon Bay, Wis 
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Bronze Pin 
Schmidt, Savanna 


Savanna, Ill 


a 
ood 


Irvin Township High 


] 


School 


Typewriter Contests Established 
in Honolulu 


RECENT letter from Mr. Rollo K. 

A Thomas, instructor in the Y. M. C. A. 

' School of Commerce at Honolulu, in- 
closes an interesting advertisement featuring 
th made in the association's first 


e res ords 


nnual typewriting speed contest, held June 


an 
3 


There were twenty-seven entries in the 
contest, the honors being taken by Mr. Henry 
K. F. Lee, who wrote 748 words in ten min- 
utes on an Underwood machine. 

It is easy to see in this remarkable speed 
record of a beginner, the reflection of correct 
teaching methods enthusiastically followed, 
and the earnest application of the pupil. 
Our congratulations to both on the outcome! 

With the added inspiration this achieve- 
ment will give Hawaiian typists, record- 
holders in the States will have to look to their 
laurels before the next annual event at Hono 
lulu. 


Typewriting Contest a ie Erie 
l'ypewriting Contest at the Eri 
Business College 
R. B. L. STRINGER has sent us a 
i report of the typewriting contest 

held at the Erie Business College in 


June. The following are the results in detail: 


FIFTEEN MINUTES STRAIGHT COPY 
FOR STUDENTS STARTING AFTER 
SEPTEMBER 1 


Name Words Errors Nei 
Isabelle Carney... 1191 15 69 
Mildred Bowen 954 10 57 
Imelda Bowes... 989 16 55 


THIRTY MINUTES STRAIGHT COPY 
FOR STUDENTS STARTING BEFORE 
SEPTEMBER 1 


Esther Highmyer 2598 22 79 
Florence Rubner 2912 53 79 
Lemuel Hamilton ..2923 97 65 


On fifteen minutes copying Florence Rub- 
ner, who started studying before September 
1, wrote 1,548 words with only fifteen errors, 
giving her a net speed of ninety-three words 
a minute, 
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Tests for Advanced Writers 


DVANCED students and typists who 
are no longer students will, I feel sure, 
ss 


welcome the page of typewriting test 


material. It is my aim to give in the current 
typewriting articles, practical suggestions and 
methods that will be beneficial to the beginner 
and advanced typist alike, and I| particularly 
hope that you will follow them closely, look 
carefully to your technique, and work on the 
drills that will be given throughout the series 
until you can execute them expertly. These, 
with the page of test material 
month, should combine to make a winning 


given each 
practice program. Here's success to you! 

Every typist is eager to know his speed, 
but he should know, that 
may be to-day, by tenacious practice it may 
be made higher to-morrow. The material 
selected for these tests is of such a nature that 
repetition practice on it should prove intensely 
If the spirit of competition or the 


too, whatever it 


valuable. 
determination to raise your own previous 
record enters into it, it will be just that much 
more profitable. When you get your copy of 
the magazine, try a ten-minute test on the 
article; check the work most carefully, using 
International Contest rules, 
then keep a record of the result. 

Now to see what intelligent repetition work 
will do! Take one paragraph at a time 
write it first well within your ability to writ 
without error, in order to establish the habit 
of making reaches. Keep to a 
smooth, rhythmic stroke. After you have 
written it once, select the words that you 
found it difficult te with and 
practice them and the refractory combina 
tions in them until you feel that you have 
them completely mastered; then repeat the 
paragraph again and again, concentrating on 
accuracy and endeavoring to increase your 
speed a little each time you write it. 

When each paragraph has been practiced 
in this way, take five- and ten-minute tests 
on the article. To stimulate yourself to 
greater effort indicate by a dot or a small 
oblique mark the limit you reach. See how 
far you can extend it—but keep the wisdom 
of writing accurately constantly before you by 
checking everything you write and penalizing 
yourself ten words for each error. If you 
are really desirous of making a good showing, 
no admonition of mine will be as effective as 
this monthly check in keeping the errors down. 


Typewriting 


correct 


write ease 
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October Typewriting Speed Test 
¥< WORK OF THE TELEPHONE PROPHETS. Briefly, this is how th 


telephone prophets go about their work: Taking the present population of 

the city, and the population for many years back, they plot a population curve 
projecting this curve eighteen or twenty years into the future, establishing th 
population in 1937, let us say, so far as the past growth of the city can help in esti 
mating the future growth. Then they check this up in every way possible, by analyz 
ing the industrial development, past, present, and future; by studying the trans 
portation facilities present and proposed, the labor situation, the real estate market 
the geographical location of the city. 





When this is done and they have arrived at what they believe the population 
of the city will be in 1937, they proceed to “place” that population, to prophesy 
how and where it will distribute itself. This involves a tremendous amount of detail 
work. There must be a house-to-house count in the residential sections to show 
just how many families are living in each square block of the city, what percentag: 
of them have telephones, and what class of service they are using. The characte: 
and nationalities of the population have to be taken into account, for some na 
tionalities have a tendency to huddle together in great numbers in congested areas. 
while others show a marked tendency to live in separate little houses, thus spread- 
ing out over a larger area. The old settlers in each section must be talked with. as 
well as real-estate men and other well-informed citizens. 

When the prophets get to the business section of the city they are confronted 
with a different problem, but one that, nevertheless, has to be met; they have to 
prepare for new office-buildings, perhaps as yet undreamed of, for hotels and depart- 
ment stores. It is one thing to determine how a city is going to spread oul,-and quit 
another to tell where it is going to shoot up, suddenly demanding telephone cables 
to take care of from five hundred to a thousand telephone installations, as in a 
large office building or hotel, on one little spot. This requires a careful study of 
existing business conditions and calculation of the probable future commercial 
growth which is based primarily on population. If a population of so many thou- 
sands supports one hotel, three department stores, and twenty large office build- 
ings. the re will be a certain ration of increase in departme nt stores, offic e buildings. 
and hotel patronage if the population increases, say, fifty per cent. Thiscan be checked 
up by studying other cities which correspond in population and general characteris- 
tics. 





Hundreds of tables and charts are drawn up. Scores of maps are made, maps 
showing areas available for business and residential expansion, maps showing den- 
sity and character of population, maps and charts showing the relation of the pres 
ent telephone service to the present population 

The prophets then make from the data thus acquired a great map of the city, 
assigning population to the various districts, locating new oflice buildings, apart- 
ment houses, department stores, schools, and hotels, and indicating on the map 
in every square block in the city just how many telephones and how many private 
exchanges will probably be required in 1937. Results from these methods are now 
coming into view: 





In one New England city a department store was located by the telephon: 
prophets less than a block away from where it has recently been built. In another 
city an oflice building was placed very close indeed to the spot where the building 
has just been erected. 

“We have to watch every street and take advantage of repaving to put down 
our cables for the future,”’ said one of the prophets. “Sometimes the cables will 
not be required for ten years, but they will be ready when they are needed.” 

-From “Prophets and Pattern-Followers,”’ by Robert R. Updegraff, in July Harper's Magazine 
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The Tale of the Salt—! 
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The Tale of the Salt—II 
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The Tale of the Salt—III 
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Aesop’s Fables 


The Two Crabs 





The Cat and the Mice 


The Sheep Biter 
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National Shorthand Reporters’ Association 


FTER a war “vacation” of one year, 
the National Association 


got together at Detroit for its twentieth 


Re porte rs’ 


ial conve ntion. It wasa good conve ntion. 
e skipping of one year’s meeting seemed 
| tl feel that 


make all the some- 
be done to make up for 


members 
17 } 


g should 


the loss 
time. There was a spirit of informal friend- 
ess that was good to enter into and enjoy. 


Yet 


n almost intangibly registered on the faces 


there was a sort of sadness of expres- 


many, that gave one the impression that 
had 


bee n done. 


mething was missing or something 


n done that should not have 


vas sympathetic, too. It was the kind of 
ression that would naturally accompany 
words, “Brother, things aren’t what they 
d to be.” I don’t know whether it was the 

that brought on this change in spirit 


whether Detroit's recent and complete 


essation of a very popular activity con- 
cordiality of 


etween men was responsible for this—but 


cted with the intercourse 
evertheless it was a present condition sensed 


all. 


TUESDAY’S AND WEDNESDAY’S 
SESSIONS 
Mr. Charles Flowers, veteran reporter of 


Detroit, gave a most graceful address of wel- 
responded to by Mr. La- 

Baltimore, for the 
Herman H. Pechin, 


constructive 


me which 
yette P. Temple, ot 
ssociation. President 
Washington, 


Reports were read by 


was 


gave a very 
officers and 


Sec- 


Legis- 


idress. 
follows: 
tary’s report, Charles E. Weller, 
report, G. C. Dismukes, 
somebody else, as Mr. 


urmen of committees as 


tive Committee 
ich was read by 
Dismukes was absent; Executive Committee 
d Special Committee; also an interesting 
iper on “Shorthand in Switzerland,” written 
Dr. William D. Bridge. 
The session Wednesday was taken up with 
report of the Librarian-Historian, Dr. 
Villiam D. Bridge; a report of the Trustees 
Beale Library, by Charles F. Roberts; 
ssociation work; “Some Unethical Methods 
Reasonable Charges for Reporting Work.” 











Convention 


Detroit, August 19-22 


George W. Burgoyne, 
Committee on Affliation, Edwin Dice, Chair- 
Nex rology, 


of Chicago: report of 


man; report of Committee on 
Miss R. Eva Byers; report of Committee on 
Frauds, Frank Weller, and a scholarly paper 
on “Ethics” by William Frederick Smart, 
of New York City. Mr. Smart introduced 
his address by a statement with regard to 
a recent “championship speed record’ made 
in New York, which we hope to print in full 
in an early number. 

Wednesday 


to entertainment 


local 


giv en over 
the 


Connelly. 


alternoon 
under the direction of 
headed by Mr. 


was 


committee 


THURSDAY AFTERNOON 


The papers read at the Thursday afternoon 
‘“Standardization,”’ by William 
Ballinger of Kansas City, and the report of 
Committee on Standardization, by the 
chairman of the committee. This was fol- 
lowed by a paper on “To Shade, or Not to 
Shade,”” by Godfrey followed by 
dist ussion. 

Officers were elected as follows: Presi- 
dent, Charles W. Reitler, Denver; Vice- 
President, George Donaldson, Detroit; Sec- 
retary, Charles E. Weller, La Porte, Ind. 

Denver was selected as the next place of 


session 


were 


Dewey, 


meeting. 
THE SPEED CONTEST 


The speed contest Thursday morning was 
conducted by Chairman J. E. Fuller, of Wil- 
mington, Delaware, ably assisted by E. H. 
Eldridge, of Henry Sanders, New 
York City, Edwin S. Allen, Pittsburgh, and 
Louis E. Schraeder, of Wheeling. Frederick 
H. Gurtler, of member of 
the committee, but resigned some time ago 
as he wanted to enter the contest himself. 

The chairman announced that two changes 
had been made in the rules. The first was to 
make more clear how the winning of the 
championship should be decided. The rules 
originally appeared to be somewhat hazy. 
The chairman therefore announced that the 
contestant who succeeded in qualifying on 
the 200, solid matter, 240, jury charge, and 


Be ston, 


Chicago, was a 
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High School of Commerce Boy Wins 
N.S. R. A. 200-Words-a- Minute 


Speed Certificate 


LBERT SCHNEIDER eighteet Veal ediately 
ol ( nd only a littl over one veal 1 reportet! 


‘ 
, , 
| of Commerce kind o 


the High Scho 
{ iblis} ed a new record lor 
in the speed contest of the i 
hand Reporters’ Associatior with the manufa 
writing 200 words a minute most of it highly, 


and winning a 200-word. shorthand abilit, 


_ommert 
instruction 


She pard, and 


a member of the first 


that was organized 


the introduction of 
new system The 


has produced some 


orthand writers 
m are Willian 
and Normar Albert Schneider 
Winner of 200-words-a-minute N.S. R. A 
Certificate 


When Schneider left school a little over a Schneider and 


students shouk 
student of shor 
t} 


ir ago, he was employed a short time 


a commercial stenographer, but was en 
ged from time to time for reporting work illustrates the 


ist summer he went to Washington to take open to writers who 


rt in the war work and was employed im of skill that is in det 








If I were to give advice, 1 would say: Begin at the bottom of the ladder; 
but be sure your ladder reaches above the basement. Don't try to get 
second-story pay for basement work. You will be lifted from the basement 
up higher if you are faithful. It makes little difference what you do, pro- 
vided you do it better than it is done now.—Leslie M. Shaw 
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Horace Greely—l 
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“One Stenographer 


a) : 
gust 2U gives 


Ww the con 


t Wilson and 


Con mittee 


rougnout 


' 
aiso 


i as his repor 
Pe act 


different 


Conference and during his visits 


countries acted as 


Depart 


abroad, 
re] resentative of the Executive 
' 

\fter discussing the rra ment for 

ki the shorthand report, the Time 

to say: 


rifith L. Johnson, a 


Senate committee 
nographer, had charge of the corps of 
working under his 
ediate orders—James W. Murphy, Percy 
Budlong, Fred Irland, Harry 
R. D. Lilly 


hive 


ite stenographers 


| rancisco, 


WRITER 


FOR OCTOBER 


. s* ee 
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Mr. Murphy h n ofh 
rapher for twenty years, reporting debates on 
the Senate floor death of his father, 
E. V. Murphy cently, he succeeded him in 
the veteran par rshi Murphy & Shuey, 
who for some veal! | had the contract tor 
reporting the debates. Mr. Murphy's grand 
father a Senate floor stenographer, and 
therefore the representative of the third 
that family in the 
senate. 


cial stenog 


was 
he ts 
generation ol 


recording 
debates ot re 


Percy known 
ste nographe rs 
t he 
and 
ser vt d 


I sudlong is especially well 
as one of the expert official 
here He reported the proceedings ol 
1901 Virginia Constitutional 
many ind 
as a stenographer on the 
Fred Irland has been an 
rapher of debates on the floor of the House 
for the last twenty-nine years, has reported 
all Republican and Democratic National 
Conventions in th assisted Budlong 
in reporting the coal case, and 
reported the and Stevenson 


Convention 
famous < 


ises, 


iOr Six years 
Senate floor 


official stenog 


at pe riod, 
anthracite 
Lorimer 


also 


cases 


Harry Francisco, who formerly was a short 
hand reporter in New York City, for the last 
four years ongres- 


sional 


has engaged in 
committee reporting 


general ( 





The Job of a Man 


It isn’t the work we intended to do, 


Nor the work we've just begun 
That puts us right on the ledger sheet 
It’s the work we've really done. 


Our credit is built on the things we 
Our debit on things we shirk; 
The man who totals the biggest plus 
Is the one who « omplet« s his work 


Good intentions do not pay bills, 
It’s easy enough to plan; 
lo wish is the play of an oflice b 


To do is the job of a man 
S) 
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tions is formed. 


\nother type of error appears in the writing 
One grows careless in the 


small words. 
ition of 


1use the context will frequently carry the 
ler right through outlines which may be 
tle obscure if a slight change in the words 


d is made. This slight 


ces little difference, but, in a matter where 
erbatim transcript is of prime importance, 
change or omission of small words is of 


h consequence. 


ution of the smaller words is the remedy 
re you are put to a test, you should 
estigate well the quality of your execution 
oth large and small words to see whether 
not it will stand the test of a literal 


nscript 


‘ 





igh in this way with ease and rapidity 
n it is permissible to deviate from the 


ct wording. 


te the small words, but perhaps you have 
en impressed with the desirability of saving 


equent. 


ccuracy in transcribing. 


isured by an exact transcript. 


transcript. 








tten until the habit of making clear dis- 


these oft-recurring characters 


change often 


Greater care in the 


\nother carelessness that one unwittingly 
ws to enter into his writing when he has 
me accustomed to a certain line of work, 
he entire omission of small words, depend 
ipon context to supply them when making 
ranscript. The thought can be carried 


There is sufficient time to 


ergy, and have chosen as a means of ac- 
mplishing that end the omission of words 
ich would seem to be restored by the con- 
t. You will probably be surprised to know 
t, when a measure of exactness is applied, 
cases where the exact wording may natu- 
be restored by the context are rather 
Analyze your notes and you 
determine what omissions can safely 
made without the possibility ol causing 


\void the desire to edit the speaker's re 
rks while the shorthand notes are being 
en. This is an aid in producing promptly 
transcript pleasing to the speaker, because 
shows him to be an accomplished extem- 
raneous speaker, but it forms writing habits 
ich have their detrimental effect when one 
placed in the position of having his work 
Do your 
iting, if editing is advisable, when making 


\nother source of error is mishearing. 
ere are at least two evidences of mishear- 
found in checking back verbatim reports. 
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There may occur a peculiar sequence of 
sounds where the meaning is not grasped 
in time to write what is said at the time the 
words are pronounced. There is no difficulty, 
of course, in following the meaning, but some- 
times what was actually said is not perceived 
until the end of the sentence is reached. In 
that event the writer has to go back and fill 
in, or has to rely upon what was written at 
the time in an effort to approximate the 
sounds of words he could not distinguish 

The most common instance, however, ts 
misunderstanding the dictator when he pro 
nounces a word such as “that,” the stenog 
rapher writing “which” in his notes. This 
form of error indicates that we do not actually 
hear every word pronounced in dictation or 
in conversation. We think we do, but as a 
matter of fact it requires special effort to 
hear every word that is said. We get the 
thought, of course, but neglect the exact 
phraseology in which the thought is clothed. 
Increase your effort to attend every word of 
the speaker. 

I have tried to call your attention to two 
to the 


positive as well as the negative approach 


general principles of acquiring skill 


I have called your attention to some types 
of errors the shorthand writer may make and 
which he may be utterly unconscious of until 
his skill is tested along new and different 
lines from the one to which he is accustomed. 
With 


this as a foundation, you perhaps can hold 


I have suggested a few remedies. 
a post mortem on your own ability, and 
profit by applying these principles individually 
to your own shorthand writing 


06 
Ingenious Phrasing 
= . As Sad 


Considerable interest is being shown in the 
matter of specialized phrasing, referred to in 
several previous issues We hope other 
reporters and stenographers will send in their 
suggestions as to the specialized phrases they 


use for frequently recurring expressions 
PASS THE SALT 


Two reporters were boasting of the speed 


of their shorthand writing. 

“Whenever I am reporting a meeting on 
a warm evening, all the people try to get 
near to my table.”’ 
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October Reporting Plate 
Will Case—Continued 





key to Plates on “Horace 
Greeley” 


For Shorthand see page 88 
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the famous “log cabin and hard cider’ cam Horace”’ had to say He was to his reader 
paign [he paper was a success, and in a strong and*® vivid personality—they had 
the*’® year following he established the New faith in his intelligence and honesty, and they 
York Tribune, which was destined to make believed that he would say what he believed 
him both rich and famous For more than to be right, regardless of*** whose toes wer: 
thirty years he conducted*®® the Tribune, pinched. It was as different as possible t 
making it the most influential paper in the the anonymous journalism of to-day, wher 
country He became the most powerful not one in a hundred of a newspaper’s®® 
political writer in the United States, and, in readers knows anything about the person 
every®™ village, gfoups gathered regularly to ality of the editor.(509)—American Men 
receive thei papers a! 1 to see what “Old Mind. 


Explanations Are Easy 


The Argonaut 








HE most essential factor is persistence—the determination never to allow 
your energy or enthusiasm to be dampened by the discouragements that 
must inevitably come. | believe that he is richer for the battle with the world, 
in any vocation, who has great determination and little talent, rather than his 
seemingly more fortunate brother with great talent, perhaps, but little deter- 
mination. As for the field of literature, | cannot but express my conviction that 
meteoric flights, such as have been taken, of recent years, by some young 
writers with whose names almost everybody is familiar, cannot fail to be detri- 
mental unless the man to whom success comes thus early and suddenly is an 
exceptionally evenly balanced and sensible person. He may begin early or 
late, and in some cases the fight is longer; but of one thing I feel sure, that there is 
no short cut to success in literature, or anything else. —]James Whitcomb Riley 























